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MUNI CI PAL FI RE AND POLI CE CI VI L SERVI CE BOARD
SHREVEPORT, LOUI SI ANA
PART |
RULES AND REGULATI ONS

Subpart A - Practice and Procedure

on 1. Gener al

(a)

(b)

(c)

(d)

Sect i

These rules are pronulgated for the information and
gui dance of all concerned, in order to provide an orderly
met hod of procedure in matters considered by the board.
However, the board w Il have conplete charge of its
heari ngs, proceedings and investigations and will conduct
any particular matter as it considers to be appropriate
under the circumstances, giving due regard to the interests
of all parties. The procedure followed will be infornmal
and not necessarily bound by the legalistic rules of
evi dence.

The board is not required to have testinony taken and
transcri bed, but any party may, at his own expense, make
the necessary arrangenents therefor using a conpetent
short hand reporter satisfactory to the board.

Al'l docunments are properly filed with the secretary of the
board. Parties are rem nded, however, that the 5-nenber
board consists of an elected representative from each of
the police and fire departments and three nenbers of the
publ i c appointed by the city council, and, accordingly, if
time is a factor, parties m ght consider the desirability
of also sending copies directly to the several board
menbers of anything that they would like to be sure the
board nembers have read before a neeting.

Ref erences herein to "the appointing authority” may be
considered to refer to the chief of the departnental
service involved, or, in procedural matters, to the city
attorney if the latter has entered an appearance in a
particul ar matter.

on 2. Petition

(a)

Requests for action by the board (herein called
"petitions") mnust be in witing and filed with the
secretary of the board within the tine permtted by any
applicable |aw. No particular form is required for a
petition and it may sinply be aletter to the board; but it
should state clearly what is being conplained of and what
the board is requested to do. It will be helpful if an
original and 6 copies are filed in order to facilitate
di stribution by the secretary.
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Upon receipt of a petition, the secretary of the board
shoul d note thereon the date of its receipt and distribute
copies to each of the five board nenmbers and to the chief
of the departnental service involved.

The appointing authority may file an answer to a petition.
If an answer is filed, a copy should be sinmultaneously

delivered or mailed to the petitioner and/ or the
petitioner's attorney, preferably at |east 3 days before
the matter will be considered by the board.

on 3. Pr eheari ng Procedure

(a)

(b)

(c)

(d)

(e)

In the case of appeals tinmely filed in witing under
Section 31 of the Municipal Fire and Police Civil Service
Law, the board will grant a hearing within 30 days after
recei pt of the request and will advise the enployee, the
appointing authority, and the city attorney's office at
| east 10 days in advance of the date, tinme, and place of
t he heari ng. In the case of other petitions, the board
will consider the matter in due tinme under Section 7 of
sai d Law.

If a petitioner will be represented by an attorney at a
hearing or other neeting of the board, it will be hel pful
if the secretary of the board is advised of this fact ahead
of time. Upon receipt of such information, the secretary
should so advise the board nmembers and the appointing
aut hority.

It is difficult for all five board nmenmbers to coordinate
t heir own schedul es to acconmopdat e changes i n neeting dates
so requests to reschedule a hearing should only be nade
when absol utely necessary. Requests should be made to the
secretary in witing and should include the reason for the
change. The board will act on such requests as it
determines to be in the public interest under the
ci rcumst ances.

|f, at the appointed tinme for a hearing, the board does not
have a quorum present, or finds other cause for not
proceeding, or if a matter is not conpleted in one day, the

hearing will be recessed, to a date certain if one can be
mutual ly agreed on at the tine; otherw se, the secretary
will notify all parties of the new hearing date as soon as

the board sets it.

Any ot her enployee who will be materially affected by a
deci sion of the board either for or against a petitioner
may request perm ssion to intervene and participate in the
proceeding or to appear and state his position. | f
possi bl e, such requests should be filed in witing at | east
t hree days before the date the board neets to consider the
matter, but the board reserves the right to hear anyone who
wants to be heard at the tine. The allowance of a
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particul ar intervention will rest in the board' s discretion
exercised in good faith. Any enployee who does not make
his position known to the board when it considers a matter
may be considered to have waived his right to conplain
| ater about the board' s decision and the consequences
thereof as they may affect him

Upon request, the board may in its discretion sequester the
witnesses in a particular matter to prevent their hearing
the testinmony of other wtnesses. The parties should
recogni ze, however, that the board is not adequately
staffed to effectively supervise sequestration of
wi tnesses, and in view of the relative informality of the
board's proceedings the board will normally not entertain
nmotions to disqualify witnesses for alleged conversations
whil e under the rule, provided that the board may on its
own notion take such action as it considers appropriate
with respect to such violations of the rule as are called
to its attention.

I n any cases com ng before the board, any party wi shing to
have el even (11) or nore subpoenas served, the el eventh and
subsequent will pay an advance fee of ten dollars ($10.00)
for each one. The board reserves the right to waive this
rule in extrenme cases for cause if considers sufficient.

Pl ease be advised that it is the policy of the civil
service board to restrict to two the nunber of character

witnesses who may testify at any Civil Service Board
heari ng. Pursuant to L.S.A. R S. 13:3662, the Appellant
will be responsible for any fees or conpensation due to

character witnesses. The Board may waive this policy by
maj ority vote for good cause shown.

on 4. Heari ng Procedure

(a)

(b)

(c)

(d)

Al | parties, or their attorneys, wll state their
appearances (nanmes and addresses) for the record.

Parties should bear in mnd that individual board nembers
usual ly have very little, if any, advance i nformati on about
a matter comng on for hearing, and that, accordingly, a
brief prelimnary statenent will help the board understand
the nature of the problem before it and what it is being
asked to do.

Except as the board nay otherwi se direct, in disciplinary
matters the appointing authority wll present evidence
first; in other matters the petitioning party will present
evi dence first.

Al'l persons who will offer testinmony or nake statenments of
fact during the hearing will be sworn. This nmay be done as

a group at the outset of the hearing or individually as
they are called to testify. Every statenent of fact nade
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at any time during the hearing by any person after having
been thus sworn will be considered to have been made under
oath, whether the statement is in response to a specific
question or is volunteered in the course of a general
di scussi on.
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An effort will be nade to conplete the interrogation of
each wtness by all parties before Dbeginning the
interrogation of the next w tness. However, the board's

hearings can sonetines be expedited by a discussion type
interrogation involving nore than one witness at a tinme and
this wll be permtted wupon occasion wthin such
l[imtations as the board may find necessary or desirable in
a particul ar case.

Docunmentary evidence will be filed with and nmarked for
identification by the secretary of the board, or sone ot her
person desi gnated for the purpose by the presiding officer.

At the conclusion of the hearing, the board may, in its
di scretion, hear oral argunment, inposing such tine limts
as it deens appropriate. If the proceedings are being
transcri bed by an official reporter, the oral argument may
or may not be transcribed and bound with the transcript of
testimony as the board may direct.

The board may permt or require the filing of briefs, in
which event, unless otherwise ordered by the board,
si mul taneous briefs shall be filed within seven days after
conclusion of the hearing. Unless otherw se indicated at
the hearing, the board may decide the nmatter wthout
waiting for reply briefs, although the board will consider
any reply briefs which are received in time to assist in
its decision.

The decision of the board on an appeal from a discharge,
di sciplinary or corrective action, and any ot her action of
the board that requires enforcement, together with the
board's witten finding of fact if required in a particular
case, wll be certified in witing to the appointing
authority for enforcenment.

| nformati on available from a particular w tness nay be
received in narrative form by question and answer, or
otherwise as nmay be directed by the board fromtine to
tinme.

If an objection is raised to particular testinmny and
evi dence on the grounds that it is hearsay, such objection
will normally be overrul ed by the presiding officer and the
testimony and evidence will be heard and received in order
to have as nuch information available to the board as
expeditiously as possible, provided that if such testinony
or evidence would be subject to a valid hearsay objection
in a court of law the attorney or party raising the
objection may point this out to the board and in such case
t he board shall take this into account in the weight that
it accords such testinony giving due regard as the board
may determne to whether the facts at issue are otherw se
supported or contradi cted during the course of the hearing.

Rul i ngs on procedural matters will normally be made by the
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presiding officer, and parties and attorneys appearing
before the board shall not have the right to require "a
vote of the full board” on particular procedural matters
arising during the progress of a hearing, provided that a
vote of the full board may be had on any matter at any tinme
when called for by the presiding officer or requested by

any two board nenbers. In the event of a tie vote on a
procedural matter, the ruling of the presiding officer
shall prevail in order that the hearing can proceed
forthw th.

Subpart B - General Conditions of Enploynment

Section 1. Applicability

Except as may be otherwi se provided in the description of a
particul ar classification, t hese General Condi tions  of
Empl oynent apply to all classifications in the classified
services, provided that the rules and regulations and the
classification plans of this board are in all respects subject
to the requirenments of the Minicipal Fire and Police Civil
Service Law and any other applicable |aws and judicial decrees
bi ndi ng on this board.

Section 2. Educati onal Requi renents

New enployees nust be high school graduates or posses an
equi val ent certificate, issued by an appropriate governnental
authority and acceptable to the board.

Secti on 3. Physi cal Requirenents

(a) New enployees nust nmeet reasonable physical standards
approved by the board and pass a physical exam nation
sufficient to satisfy the city physician, or ot her
physi ci an designated by the appointing authority for the
purpose, that they are in good health and physically
qualified to safely and efficiently performall work they
may reasonably be expected to have to performin the course
of their enployment. The physical standards now in use by
the city physician for enploynent purposes are hereby
approved, subject to nodification by the board as it may
consider to be necessary and in the public interest from
time to time.

(b) As a <condition of enployment or confirmation, the
appointing authority may also require a new enployees to
pass physical fitness and agility tests, as well as
psychol ogical or stress evaluation tests as appropriate,
t hat bear a reasonable relationship to work the enpl oyee
may have to do in the course of his enploynment to
denmonstrate his ability to do all required work safely and
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satisfactorily, giving due regard not only to the
enpl oyee's own safety but also to the safety of his fellow
enpl oyees and t he general public he will be responsible for
pr ot ecti ng.

(c) The appointing authority may require regular enployees to
pass physical exam nations, fitness and agility tests, and
psychol ogical or stress evaluation tests as nmay be
indicated fromtime to time, including particularly before
pronoti on or other assignment to a new job, to denonstrate
their continuing fitness and ability to respond reasonably
and in a professional manner to all demands that are apt to
be placed on themin the course of their enploynent, giving
the sane regard to safety of their fell ow enpl oyees and t he
general public as is considered necessary in the case of
new enpl oyees.

(d) Wthout prejudice to the right of any enployee to sick
| eave under the rules of this board and applicable |aws
when justified by the facts and circunstances, an
enpl oyee's inability or failure, after a reasonable
opportunity, to neet the physical requirenents of his job
and/or to satisfactorily performall the duties normal to
his position and rank on a regular and continuing basis
shal | be grounds for term nation.

Secti on 4. Exanpl es of Whrk

The exanples of work listed in the several classification
descriptions are illustrative only and are intended to show t he
general types of work normally performed in that classification
without intending tolimt duties to those listed or to indicate
that all enployees in the classification will necessarily be
required to performall of the duties listed or to indicate that
any particular classification has the exclusive right to or
responsibility for any particular work. Assignnment of specific
duties is the primary responsibility of the appointing
aut hority.

Section 5. Know edge, Skills and Ability

The requirenment that an enployee have a certain know edge,

skill, or ability for a particular classification is not
satisfied unless the enployee also consistently denonstrates
that he is ready, willing and able to use such know edge, skill

or ability for the efficient perfornmance of the duties of the
classification. Subj ect to such exceptions as the appointing
authority nay determine to be in the public interest in
particul ar instances, each pronotional classification is
normal |y considered to require all of the know edge, skills, and
abilities of all the lower classifications in that pronotional
i ne.
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Section 6. Special Eligibility Requirenments

The requirenment that an applicant neet certain special
eligibility requirements for a particular classification, as,
for exanple, a requirenment that the applicant have a year's
experience in the next | ower class, will be determ ned as of the
end of the |ast day on which applications for the test for that
classification may be filed, unless the board expressly finds it
to be in the public interest to make an exception in a
particul ar case and does so by appropriate action.

Subpart C - Leaves of Absence

Section 1. Vacation Leave

(a) Enployees shall be entitled to an annual vacation with pay
during each cal endar year (January 1 through Decenber 31)
in accordance with the follow ng schedul e:

(1) During each cal endar year follow ng the 1st, 2nd, 3rd,
4t h, and 5th anniversaries of his enploynent date, the
enpl oyee will be entitled to a vacation of 18 cal endar
days;

(2) During each cal endar year followi ng the 6th, 7th, 8th,
and 9t h anniversaries, a vacation of 21 cal endar days;

(3) During each cal endar year following the 10th, 11t h,
12th, 13th, and 14th, anniversaries, a vacation of 27
cal endar days;

(4) During each cal endar year follow ng the 15th and each
successive anniversary thereafter, a vacation of 30
cal endar days; and

(5) Inthe case of a new enployee's first vacation, during
the period between the first anniversary of such
enpl oyee' s enpl oynent date and the foll owi ng Decenber
31, the enployee will be entitled to a vacation of 18
cal endar days, provided that the appointing authority
may allow this first vacation prior to said first
anniversary date as the efficient adm nistration of
t he departnment nmay require.

(b) The appointing authority is directed to institute and
foll owreasonabl e departnental procedures for the efficient
establi shment and adm nistration of vacation schedul es,
giving due regard to seniority to the extent practicable
with first consideration always to the safe and efficient
operation of the respective departnments for the protection
at all tines of the people of Shreveport.

(c) Enployees who separate fromthe departnent on or after the
first anniversary of their enploynment date for any reason
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other than (i) resignation, (ii) term nation for cause, or
(iii) failure to be confirmed after the initial working
test period, shall be paid for earned but unused vacation
time in accordance with the foll ow ng rules:

(1) The enployee shall be paid for any vacation he is
still entitled to during the current year in which the
separation occurs but which he has not yet taken.

(2) The enployee will be paid for some of the vacation
time he would have been entitled to during the next
cal endar year, based on how | ong he has worked in the
current year before separation, in accordance with the
foll owing accrual formula: Multiply the number of
conpl ete cal endar nonths worked during the year up to
the date of separation tines a nonthly accrual rate
det erm ned by dividing the nunber of days vacation he
woul d have been entitled to next year by 12.

(3) The amount of a paynent hereunder will be cal cul ated
by multiplying the nunmber of days of unused vacati on
time the enployee is entitled to be paid for by his
average daily pay. For this purpose, an enployee's
"average daily pay" wll be 1/30th of the enployee's
monthly salary as in effect on the date of his
separati on.

Al'l vacation time off shall be taken as schedul ed by the
appointing authority and normally nmmy not be carried
forward into the next vyear, provided that if it 1is
reasonably necessary in the public interest that the
appointing authority require a particular enployee or
enpl oyees to continue working under circunstances that
prevent their getting all their vacation tinme off during a
particul ar year, the appointing authority nmay do so, but in
such event the appointing authority shall schedule such
earned but unused vacation tine in the follow ng year. |If
t he enpl oyee agrees, the appointing authority nmay pay for
any such vacation time not taken instead of scheduling it
during the following year. Any such payment in |ieu of
vacation to be cal cul ated at the enpl oyee's regul ar rate of
pay that was effective on the | ast day of the year in which
t he vacation should normally have been taken.

Subj ect to the above, vacation tine may be used all at one
time or in increments as small as one day (9 days in the
case of the fire line), but always subject to the prior
approval of the appointing authority.

An enpl oyee who is term nated after 365 days or nmore of
sick leave shall only be entitled to whatever m ninum
vacation tinme, if any, or pay in |lieu of vacation, if any,
t he enpl oyee may be otherwi se entitled to under applicable
laws of the State of Louisiana without reference to other
rul es of this Board.
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on 2. Sick Leave

(a)

(b)

(c)

(d)

(e)

Sect i

An enployee who is physically or nmentally incapable of
satisfactorily perform ng his assigned duties because of
injury or illness shall be entitled to such sick | eave and
pay as may be justified by the facts and circunstances and
required by law (reference La. Rev. Stat. 33:1995 and
33:2214).

The appointing authority is directed to institute and
i npl ement reasonabl e procedures to docunment and verify the
initial and continuing necessity for sick |eaves, as well
as the ability of the enployee to qualify for and perform
his normal duties before he is permtted to return to work
after a sick leave. Verification procedures wll be
mandatory in the case of sick | eaves of nore than two weeks
and discretionary in the case of shorter |eaves, and may
i nclude reports or statements fromthe attendi ng physi ci an,
exam nation and reports by a doctor designated by the
appointing authority or the board, and/or reasonable
physi cal fitness tests.

An enmpl oyee on sick | eave for 365 consecutive cal endar days
shall be subject to termnation at that tinme, unless by
further personnel action the appointing authority extends
t he enpl oyee's sick | eave for such period or periods as the
appointing authority nay determine to be in the public

interest and necessary under the circumnmstances. Any
ext ensi on of sick |eave beyond the 365 days maxi mum shal
be wi thout pay, unless the disabling injury or illness

necessitating the |eave occurred during the course of
enpl oynment in the classified service in which case, subject
to board approval, the extended | eave may be with pay or
with reduced pay as the appointing authority may deterni ne
to be in the public interest.

Each departnent shall furnish to the board once a year, in
January, a list show ng the nunber of days m ssed from work
on sick |leave by each enpl oyee who m ssed as many as 10
days on sick | eave during the cal endar year just ended.

| ncapacitation because of pregnancy will be treated the
sane as any other incapacitating "illness" insofar as
concerns eligibility for sick leave. Simlarly, aspects of
pregnancy that do not necessarily incapacitate a woman wil |
al so be treated the same as any other physical condition
insofar as concerns potential safety hazards to fellow
enpl oyees and the public.

on 3. Mlitary Leave

(a)

Mlitary | eave shall be granted in the manner and to the
extent required by aw. The appointing authority may, with
t he prior approval of the Board, allownore mlitary | eave,
with or without pay, than the mninmum required by law if
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and to the extent that the appointing authority determn nes
such procedure to be in the public interest.

For purpose of determ ning maximum rei nmbursable mlitary
| eave time under La. Rev. Stat. 42:394, or simlar |aws,
the word "day"” is interpreted to nean a nornmal shift, and
an enpl oyee regul arly schedul ed to work around the cl ock 24
hours a day (as, for exanple, a fire fighter) wll be
deenmed to have used up three days of reinbursable |eave
time for each such 24-hour period that he m sses and is
paid for by the city while on mlitary duty.
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(c) If an enployee requests tine off for mlitary duty in
excess of the time required by law, the appointing
authority may consider the request under Section 6 below
(Speci al Leave).

(d) Subject to prior approval of the appointing authority, an
enpl oyee may exchange work assignnments wth another
enpl oyee qualified to do his work, in order to avoid
mssing time fromwork to neet mlitary duty requirenents.

Section 4. Occupational Organi zati on Leave

Leave with pay may be granted to regular enployees for the

purpose of attending city, district, state, national, or
I nternati onal meeti ngs of enpl oyees’ occupati onal
organi zati ons. Under no circunstances shall such |eave be

granted to nore than six (6) nmenbers of each departnent at a
given tinme and such | eaves shall be limted to thirty (30) days
in the cal endar year.

Section 5. Speci al Leave

(a) Special |leave may be granted for a period not to exceed 18
nmont hs upon findings that such leave is in the best
interest of the departnmental service and that it can be
granted wi thout wunduly inmpairing the efficiency of the
departnment, provided that any such special |eave in excess
of two weeks will be subject to the approval of the board.
It is contenplated that such |eaves would normally be
wi t hout pay, but they may be granted with pay or with
reduced pay as the appointing authority may determ ne the
circunstances to warrant. |If the enployee does not return
to work at the expiration of such |eave, he shall be
subject to termnation for failure to report to work.

(b) Each department shall furnish to the board once a year, in

January, a list of all special |eaves granted under this
section during the cal endar year just ended that were not
ot herwi se reported to the board for approval.

Section 6. Conpensatory Tine Of Leave

(a) The appointing authority may allow a classified enployee
"conpensatory time off" instead of holiday pay, in
accordance with these rul es.

(b) The appointing authority shall designate the conpensatory
hol i days, dates, or days that the enpl oyee shall observe,

and shall communicate this information to the enployee
pronptly after the decision has been nmade. For this
pur pose communi cation will be deenmed acconplished by either

notifying the enployee personally or by posting at an
appropriate place in the departnment.
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If the enployee advises the appointing authority of a
preference for a particular conpensatory time off date,
t hen due regard shall be given the expressed preference of
the enployee insofar as practicable and consistent wth
these rules and safe and efficient operation of the
depart nment.

Because of the frequency with which this type of tinme off
is apt to occur, the appointing authority should make a
particul ar effort to schedul e conpensatory tinme off in such
a manner as to avoid the necessary for paying overtinme to
anot her enployee to cover for the enployee receiving the
conpensatory time off, giving due regard to the nature of
the particular job concerned and the reasonable
avai lability of alternative means to cover that job.

If nore than one enployee tinmely expresses preference for
a particul ar conpensatory tinme off date, due regard will be
given to seniority insofar as practicable and consistent
with safe and efficient operation of the departnent.

If an enployee gives at |east seven days prior witten
notice of a special preference of a conpensatory tinme off
date, such a request is to be accommpdated (w thout regard
to seniority except as against a nore senior enployee who
al so has given the seven days prior witten notice) insofar
as practicable and consistent with the safe and efficient
operation of the departnent.

Nothing herein is intended to require the appointing
authority to make any particul ar preferential assignnment of
conpensatory tine off or to take any other particul ar
personnel action except as the appointing authority may
determne to be in the best interest of the safe and
efficient operation of the departnment at the tine.

If a particular enployee has not taken conpensatory tinme
off within 12 nonths after the date of the holiday worked,
t hen such enpl oyee shall be paid in the second pay check
following such 12-nmonth period an anmount equal to the
overtime pay he would have been otherwi se entitled to for
havi ng worked the holiday and upon such payment he will no
| onger be entitled to conpensatory time off for that
hol i day.

on 7. Departnental Leave

(a)

The purpose of these rules is to make provision for the
possibility that a classified enployee may be indicted for
acrime. As used herein, the term"indictnment” is intended
to include not only formal indictment by a grand jury but
also a bill of information or other procedure instituting
a crimnal prosecution and filed by a |aw enforcenent
of ficial.
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(b) Wen an enployee is charged with a felony he shall, and if
a m sdeneanor he may, be immediately relieved of duty and
pl aced on "departnmental |eave" for up to one week at ful
pay and with continuing seniority. This "automatic" one
week | eave has these purposes:

(1) It wll allow the enployee sonme tinme to help his
famly adjust to the situation, to investigate the
charges, to enploy an attorney and, hopefully, get the
charges dropped or dism ssed if he can denonstrate to
the proper authorities that they should be dropped or
di sm ssed.

(2) It will serve to reassure the people of Shreveport
that a crimnal matter involving one of their public
safety officers is under control and being handl ed
expeditiously.

(3) It will allow the appointing authority time to have
the matter investigated carefully and deliberately
before he has to decide how best to handle it over the
longterm It will also permit his |ong-termdecision
to be made out of the immediate context of the
publicity that usually results fromsuch indictnents.

(4) By operating "automatically" this procedure should
mninmze any prejudicial effect on the crimnal
proceedi ng that speci al per sonnel action m ght
ot herwi se have at the tinme of the indictnent itself.

(c) The followi ng factors should be considered in arriving at
an appropriate course of action in this type of situation:

(1) First consideration should be given to the best
i nterest of the people of Shreveport, because the fire
and police services exist to protect the public, and
t he appoi nti ng authority i's char ged with
responsibility for assuring the effectiveness and
continuity of that protection.

(2) Due consideration nmust also be given, however, to the
enpl oyee's right to be presunmed i nnocent until proven
guilty, because an indictnent is only an accusation
and not proof of guilt.

(3) Although an enployee may not be "disciplined" just
because he has been "indicted," he nay be subject to
di sciplinary action, including term nation in a proper
case, on the basis of facts out of which the
i ndi ct ment arose.

(4) The maxi num di sciplinary suspension period permtted
by | aw (presently 90 days) may expire before trial on
the crimnal charges can he had.

(5) It is possible that sonme kind of action other than
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"di sciplinary” may be required by the public interest
if the fact that an officer is wunder indictnent
inpairs his effectiveness to function in his official
capacity under the circunstances of a particul ar case.

(6) Utimte conviction, or a guilty or no contest plea,
may justify disciplinary action in and of itself,
dependi ng upon the circunstances of a particul ar case.

(d) Nothing herein is intended to restrict or |imt the
appointing authority's managenent of the fire and police
departnments as he determnes to be in the public interest
in the exercise of his executive responsibilities under
applicable laws. |In the case of an indicted enpl oyee, the
foll owi ng personnel actions may be in the public interest:

(1) If the facts warrant inmmediate disciplinary action,
the enpl oyee may be term nated or suspended for up to
t he maxi mum period permtted by law. If the crimna
charges are still pending at the end of a disciplinary
suspensi on period, sone other non-disciplinary action
may then be required by the public interest depending
upon the circunstances and public attitudes in a
particul ar case.

(2) A decision on disciplinary action may be deferred

until after the crimnal charges have been resol ved,
either because it is felt that to proceed under the
Municipal Fire and Police Civil Service Law m ght

prejudice the crimnal trial or because for sone ot her
reason the appointing authority considers this course
of action to be in the public interest. 1In this case,
agai n, sone kind of non- disciplinary action my be
necessary in the public interest while the crimnal
charges are pending.

(3) An enployee not wunder disciplinary suspension but
still under indictnent may be returned to his regul ar
duti es pendi ng resolution of the crimnal charges, but
only if the appointing authority determ nes that he
can function effectively in his official capacity
under the circunmstances. Alternatively, such enpl oyee
may be assigned to special duties that he can
effectively perform until the crimnal charges are
resol ved, in which case he would normally continue to
draw his regular pay. However, if the nature of the
charges and the inpact of resulting publicity on the
general public are such as to nake it necessary in the
public interest that the enpl oyee be relieved of duty
whi | e under indictnment, the enployee may be pl aced on
"extended departnental |eave" wuntil the crim nal
proceedi ngs have been resol ved.

On such a | eave the enployee may draw full pay, reduced pay or

no pay as the appointing authority may determne to be
appropriate fromtine to time under the facts and circunstances
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of the particul ar case. Such a |eave, being required in the
public interest, shall not be considered "disciplinary action”
agai nst the enployee, and seniority will continue to accrue
during the | eave.
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Section 8. Absence Wthout Leave

An absence without first obtaining a witten | eave i n accordance
with these rules may be covered by an authorized | eave upon the
return of the enployee, provided the circunstances of the
absence warrant such action; otherw se disciplinary action may

be taken agai nst any such enpl oyee. |f subsequent |eave is not
granted, and disciplinary action is not taken, the appointing
authority shall imediately report the matter to the board.

Section 9. Gener al

(a) Appropriate records shall be kept of all | eaves of absence,
recordi ng the purpose of each |eave and its begi nning and
ending dates, sufficient to permt the review and
nmonitoring of |eave policies and practices fromtinme to
time. Such records shall be preserved for at |east three
years after the end of each | eave recorded. Maj or | eaves
shall be routinely reported to the board in witing for
information and, if necessary, approval.

(b) Ingranting | eaves, due consideration shall always be given
to the primary m ssion of the fire and police services,
namely, to provide adequate protection to the people and
property of the City of Shreveport at all tinmes.

(c) Leaves shall only be granted upon the authority of the
departnmental chiefs or other specifically authorized
personnel who are in a position to take into account the
continuing fire and police needs of the city inrelationto
the requested |eave and any other contenporaneously
effective | eaves.

(d) It is recognized that the nature of sone jobs may be such
as to nmake it difficult to avoid payment of overtine to
cover the absence of those enployees, but insofar as
possi ble a reasonable effort should be made to mnimze
extra expenses connected with | eaves of absence.

(e) Subject to such exceptions as the appointing authority nmay
find to be in the public interest from time to tine,
enpl oyees are not to be paid for tinme not worked except to
the extent required by law or permtted by these rules.

(f) Subject to approval of +the appointing authority, an
enpl oyee may charge authorized leave tinme for which he
woul d not otherwise be entitled to pay hereunder agai nst
vacation time, if any, that he may then have remaining in
t hat cal endar year

(g) No |eave (other than such |eaves as vacation or mlitary
| eave) shall be granted to or used by an enpl oyee to engage
in other enploynment during his regularly assigned working
hours. Any change of hours made for the purpose of evading
this provision shall be considered a violation hereof.
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Not hing herein is intended to prevent any enployee on
involuntary |eave wthout pay from working at other
enpl oynment during such tine.

The right to regulate the tine at which any enpl oyee may
t ake any | eave not beyond the control of the enpl oyee shall
be vested at all times with the appointing authority.

A right of appeal is hereby created for the benefit of any
enpl oyee who is involuntarily placed on | eave i n accordance
with these rules, provided that the appeal is filed in
witing with 15 days after the action is taken placing the
enpl oyee on |eave or changing his pay status while on
| eave. Such an appeal will be considered by the board in
due tine.

Whenever board approval of particular action by the
appointing authority is required under these |eave of
absence rules, the appointing authority may consider such
approval given if he is not otherwi se advised within 14
days after the board's secretary receives witten notice
from the appointing authority that such approval is
required. Upon receipt of any such witten notice, the
secretary shall promptly furnish a copy to or otherw se
i nform each board menber and the matter will be considered
by tel ephone poll or at a neeting of the board. Approval
of any particular matter by the board shall not prevent the
board's subsequent investigation of the sane matter as the
board nay determne to be in the public interest.

The board reserves the right to investigate and set aside
any |l eave granted or used contrary to the provisions and
pur poses of these rules, or to take any other action it
deens necessary or proper under the authority vested in the
board by the Municipal Fire and Police Civil Service Law.

Subpart D - M scel |l aneous

on 1. Adoption, Repeal and Anendnent of Rul es

(a)

(b)

A copy of each proposed rule, or repeal or anendnment of an
existing rule, together with a notice of the date, tine,
and pl ace of hearing thereon, shall be delivered or muil ed
by the secretary of the board to each board nmenber, to the
mayor, to the state examner, and to the chief of the
departnental service affected who shall be responsible for
causing the sane to be posted in accordance with law for a
period of at |east 30 days in advance of the hearing.

Wthin 30 days after the board has adopted any rule,
whether it is a newrule or anmendnent of an existing rule,
or an abolition in whole or in part thereof, the secretary
shall furnish an official copy thereof to each board
menber, to the mayor, to the state examner, and to the
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chief of the departnmental service affected who shall be

responsi ble for causing copies to be furnished to each
station as required by I aw

on 2. Civil Service Tests

(a)

(b)

(c)

(d)

(e)

(f)

(9)

(h)

There are two types of civil service tests, pronotional and
conpetitive.

Notice of all civil service tests will be posted for at
| east 30 days before the date of the test and such notice
will specify the deadline for filing applications to take
that test. |In addition, notice of conpetitive test will be
al so be published, as required by |aw.

All test notices for a particular departnent are to be
consistently posted in the sane reasonably public place or
pl aces in order that enployees will always know where to
| ook for such information.

Test applications not received by the deadline specified in
the notice for that test nust be rejected under the |aw.

Test applications should be filed with the applicant's
service representative on the board, but may be filed with
the secretary of the board or with any other responsible
enpl oyee expressly designated by the appointing authority
to receive such applications as part of his regular
duties. Whoever receives test applications should forward
themto the proper service representative on the board for
review and further handling.

Pronmotional tests will normally only be open to qualified
and eligible enployees in the next |Iower class in the line
of pronotion for the particul ar group. However, if thereis
no qualified and eligible enployee in that class or if no
one in that class applies for or passes a particular test
or accepts appointment after having passed the test, then
the test will be opened to qualified and eligi bl e enpl oyees
in the class of the next lower |evel in the group, and so
on down the line of pronpotion, except as limted or
ot herwi se provided for a particular classification. |If a
pronot i onal list has not been established for the
particular classification after opening the test to
enpl oyees down through the entrance classification in the
group (or such higher |evel as may be otherw se specified
for the classification), then a conpetitive |ist may be
established by test and certification and appointnent
t herefrom made as necessary.

Conpetitive tests will normally be open to all qualified
and eligible persons who neet the requirenents of |aw and
t he board rul es.

In the case of new enpl oyee applications:
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(1) Al documents routinely required to acconpany
applications for adm ssion to the test nust be filed
with the application, unless the board makes an
exception and allows a late filing as it may when it
considers it to be in the public interest to do so in
a particular case, provided that all required
docunments are in the board' s possession before the
test is adm nistered.

(2) An applicant who fails the fire or police entrance
test three tinmes may not apply for enploynment again in
that same departnental service wunless the board
considers it to be in the public interest to perm:t
him to do so and expressly authorizes another
appl i cati on.

Section 3. Policy Statenments

In order to pronote consistency in its official actions and to
provi de gui dance for all concerned, the board may fromtine to

time adopt by resolution informal "policy statenments"” to
indicate the board's established position on a particular
matter, provided that such policy statements will always be
consistent with applicable laws and the board's rules. The
board may depart fromor change a policy statenent but will only
do so upon a strong showing that a particular exception or
nodi fication is in the public interest. Such "policy

statenments” shall be kept in a special file by the secretary to
facilitate reference and continuity in the board's handling of
simlar problens at different tines.

Secti on 4. Equal Ri ghts

As used throughout this board's rules, regulations, order, job
descriptions, and classification plans, nasculine gender and
word forms are intended to include the fem nine and vice versa,
unl ess the contrary is clearly indicated in the context of a
particul ar usage.

Section 5. Absenteei sm

Excessi ve absenteei sm for whatever reason, shall be grounds for
di scharge. What constitutes "excessive absenteeisnl wll depend
on the facts and circunstances of each case as the appointing
authority may determ ne, subject to appeal to this board, in
accordance with | aw

Section 6. Publi c Rel ati ons

(a) This board is mndful of the fact, as should be all
classified enployees, that public support is essential if
pay scales and working conditions for public safety
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enpl oyees are going to continue to be inproved. Publ i c
support and cooperation is also essential for the safe and
efficient performance of their duties by fire and police
officers in all parts of the city. Accor di ngly,
supervi sory personnel at all l|levels of responsibility are
encouraged and directed to inculcate upon all classified
enpl oyees the inportance of making an affirmative effort to
pronmote and maintain good public relations with all types
and cl asses of citizens at all tines.

It is not the purpose of this rule to suggest that officers
be instructed to approach any potentially dangerous
situation with anything other than professional attitudes
and overwhel m ng force where that is indicated. It is to
suggest, however, that courtesy and careful treatnent of
the public is inportant, because the publicity resulting
from charges or reports  of m streat ment, however
unsubstantiated, is never in the best interest of either of
the departnments over the long term



Rul es

page 24 of 20

MUNI CI PAL FI RE AND POLI CE CI VI L SERVI CE BOARD

SHREVEPORT, LOUI SI ANA

RULES AND REGULATI ONS

G | bert L. Hetherw ck, Chairnman
Herbert Webb, Captain Eddie

Donal d J.
Fout s,

Officer John Erie, Police Representative

Adopt ed: February 10, 1982

Zadeck, Vi ce Chairmn

Fire

Representati ve,

MUNI Cl PAL FIRE & POLI CE Cl VIL SERVI CE BOARD
SHREVEPORT, LOUI SI ANA

OFFI CI AL RULES

PART | - RULES AND REGULATI ONS Page
SUBPART A - PRACTI CE AND PROCEDURE
Section 1. CGener al 1
Section 2. Petitions . . . . . . 1
Section 3. Prehearing Procedure 2
Section 4. Heari ng Procedure 3
SUBPART B - GENERAL CONDI TI ONS OF EMPLOYMENT
Section 1. Applicability Coe 5
Section 2. Educati onal Requirenents 5
Section 3. Physi cal Requirenents 5
Section 4. Exanpl es of Work Ce e 6
Section 5. Know edge, Skills and Ability . . 6
Section 6. Special Eligibility Requirenments 6
SUBPART C - LEAVE OF ABSENCE
Section 1 Vacation Leave 7
Section 2 Si ck Leave 8
Section 3. Mlitary Leave 9
Section 4. Cccupati onal Organi zation Leave . . . 10
Section 5 Speci al Leave Coe 10
Section 6 Conpensatory Tinme O f Leave 10
Section 7 Departnmental Leave . 11
Section 8 Absence W thout Leave 14
Section 9 Cener al 14

SUBPART D - M SCELLANEOUS



Rul es page 25 of 20
Section 1. Adopti on, Repeal and Amendnent of Rules 15
Section 2. Civil Service Tests . . . . . . . . . 16
Section 3. Policy Statenents 17
Section 4. Equal Rights 17
Section 5. Absent eei sm .o 17
Section 6. Public Rel ati ons 17

(The above index is for conveni ence of reference only and i s not

part of the board's official

rul es)



